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if any changes are required to the Agree-
ment. 

In witness whereof, the commander, and the 
financial institution, by their duly author-
ized office, have hereunto set their hands 
this day of (month, day, year). 
llllllllllllllllllllllll

Financial Institution Official 
llllllllllllllllllllllll

Installation Commander 

APPENDIX B TO PART 231—IN-STORE 
BANKING 

A. Selection Process. The purpose of this 
guidance is to assure an impartial and thor-
ough process to select the best on-base finan-
cial institution to provide in-store banking 
services when such services are desired and 
approved by the installation commander. 

1. Consistent with DoD Component delega-
tion, the final decision to solicit for an in- 
store banking office rests with the installa-
tion commander. 

2. The DoD Component seeking in-store 
banking (e.g., in buildings operated by the 
Defense Commissary Agency, Military Ex-
change Services and MWR activities) shall 
draft the solicitation letter. 

3. Close coordination among all cognizant 
DoD organizations is essential throughout 
the selection process. 

B. Specific Procedures 
1. The need for in-store banking service 

may be identified from either: 
a. An unsolicited proposal from an on-base 

financial institution, 
b. A DoD Component’s request, or 
c. An installation commander’s request. 
2. The cognizant installation commander 

(or designee) is responsible for assessing the 
environment and authorizing the Bank/Cred-
it Union Liaison Officer(s) to pursue the ac-
quisition of in-store banking services. If no 
authorization is given, no further action is 
required. 

3. The cognizant installation commander 
shall determine whether a solicitation is re-
quired. (A solicitation shall be required 
whenever there are two or more financial in-
stitutions on a DoD installation.) If no solic-
itation is required, then the Bank/Credit 
Union Liaison Officer shall work directly 
with the on-base financial institution to ob-
tain the requested services. Where there is 
neither a banking office nor an on-base cred-
it union, use the solicitation process out-
lined in § 231.5(c) of this chapter, as supple-
mented by the provisions outlined in para-
graph A, above. 

4. The solicitation letter shall identify the 
financial services being requested and clas-
sify these services as either mandatory or 
optional. In addition, the solicitation letter 
shall highlight any services that will be 
weighed as more important than others dur-
ing the evaluation of the proposals. Any 

space consideration and terms of the pro-
posed agreement also shall be identified in 
the letter. 

5. The installation commander (or des-
ignee) formally shall notify the selected fi-
nancial institution and request that institu-
tion to coordinate with the proper activity 
to begin any construction, modifications or 
renovations necessary to open the in-store 
banking office. The cognizant facility man-
agement personnel shall begin the process of 
obtaining the necessary outgrant instru-
ments. Concurrently, the requesting DoD 
Component representative and the financial 
institution representative shall draft the ap-
propriate amendment to the operating agree-
ment. The amendment should contain provi-
sions regarding: 

a. The roles and responsibilities of all par-
ties involved. 

b. The financial services to be provided, 
and 

c. The logistical support arrangements to 
include custodial services and security provi-
sions. The amendment should be coordinated 
with the Bank/Credit Union Liaison Offi-
cer(s) prior to forwarding that document to 
the installation commander for signature. 
The amendment shall be signed by the in-
stallation commander (or designee) and the 
appropriate financial institution official 
with a copy furnished to the Secretary of the 
Military Department concerned (or designee) 
and the Director, DFAS (or designee). 

APPENDIX C TO PART 231—SAMPLE CER-
TIFICATE OF COMPLIANCE FOR CREDIT 
UNIONS CERTIFICATE OF COMPLI-
ANCE 

I, (name), Chairman of the Board of Direc-
tors or President of the (credit union), lo-
cated at (place), certify that this credit 
union complies with the requirements of sec-
tion 170 of the Federal Credit Union Act (12 
U.S.C 1770), for the allotment of space in fed-
eral buildings without charge for rent or 
services. The provision of no-cost office 
space is limited to credit unions if at least 95 
percent of the membership to be served by 
the allotment of space is composed of indi-
viduals who are, or who were at the time of 
admission into the credit union, military 
personnel or federal employees, or members 
of their families. 

llllllllllllllllllllllll

(Date) 
llllllllllllllllllllllll

(Name) 
(Chairman of the Board of Directors or the 
President) 

NOTE: The Certificate of Compliance shall 
be written on credit union letterhead. 
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